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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Nova Clemenza
	SUPERVISOR'S CLASS: Senior Engineer, Water Resources
	personnel analyst: JCM for Brittania Saenz
	personnel date: 05/22/2012
	PERCENT OF TIME: 50%
	activity: POSITION SUMMARYUnder the general direction of the Senior Engineer, WR, and using considerable initiative and independent decision making, the incumbent is responsible for conducting research and analysis for developing procedures, recommendations, and training materials for program component statements to support and coordinate central budgeting and program control functions for DWR Divisions with State Water Project funded programs.  The incumbent will be working with staff from all SWP Divisions with various subject areas of program evaluation, budgeting, planning, training, and other related work to facilitate the provisions of the program component statements.  This includes over 100 programs, over 75 percent of the Department's personnel located in many different geographic locations statewide, and overall expenditures in excess of a $1 billion per year annually.ESSENTIAL FUNCTIONSThis position requires that the incumbent work closely and cooperatively with others to develop program component statements and periodically SWP budget reports; must possess knowledge of SAP business system; maintain regular, consistent and predictable attendance; and exercise good judgment.    The specific essential duties are:Participate in the development and implementation of a central program control function for DWR divisions with SWP funding and SWP budgets.  Generate, analyze, and review budget change proposals, Bulletin 132 estimates, and other budgetary materials supporting planning and budget estimates.  Work with SWP Program managers in the preparation of program component statements.  Identify areas of improvements and recommendations, then coordinate with appropriate staff for implementation and completion of program component statements.  Program component statements will be the primary source of information for a standardized approach to develop budgets, and report program benefits, funding, and associated actual expenditures.  Develop standardized reports on program allotments and expenditures in SAP in accordance with the laws and procedures pertaining to each appropriation source.  Review and process contract funding and SWP fiscal master data requests.  Work requires close coordination with Division staff, as well as 
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1921-5393-xxx
	sap personnel no: TBD
	sap position number: 50054343
	division: SWPAO/SWP Program Branch/Program Control Section
	mcr: 1
	percent 2: continued20%10%10%10%
	activity2: departmental control offices in developing fiscal and organizational data and preparing adequate and defendable justifications for SWP budget proposals.  Extract data from SAP using both the legacy and current system to prepare various reports, graphs, and spreadsheets for management to use in determining policies and procedures.  Collaborate with engineers in section to prepare the Department's formal SWP budget presentation package.  Develop standard management reporting of tables and graphs that SWP Program managers can use to prepare quarterly reports and budget briefing materials for DWR management and water contractors.  Reports are to include detailed information for program control purposes and a summary level that can be used by management.  This may require driving on public roadways.  Perform special studies, research, and reports on financial impacts related to project delays and or program over-runs. Coordinate with SWPAO staff involved with program and project initiation and cost allocation and repayment to develop process to ensure all SWP expenditures are tracked, allocated and recovered from contractors according to funding and benefit.Monitor SWP programs and organizational expenditures, and compare actual to plan objectives and quarterly report program status to management; bi-annually to water contractors; and periodically to United States Bureau of Reclamation and other organizations.  Identify potential problem areas, coordinate with appropriate staff and make recommendations for potential improvements. Develop and maintain training material that can be used by budgeting and program control staff as tools for development of program component statements.SPECIAL REQUIREMENTSThis position is permanent, full-time, and requires that the incumbent work well with others, and have the ability to accept changes in assignment priority based on operational needs. Must be proficient in Excel.  Must have excellent oral and written communication skills. Must be able to work occasional overtime as needed.  Must have a valid California Class C license as incumbent will be required to operate automotive vehicles on public roadways to travel to meetings as necessary to perform the requirements of this position.
	supervisor name: Nova Clemenza
	employee name: Vacant


